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Standard Operating Procedure 


Subject: Admission Procedure at Medical Sheltering Sites 


1. Introduction 
The purpose of this Standard Operating Procedure (SOP) Is to establish the guidelines 
for client-facing staff on the client admission process for the Medical Sheltering Site. 


2. Personnel 
o Clinical Staff 
o Medical Provider 
o Floor Nurse 
o COVID-19 Tech 
o Case Manager 
o Security Guard 


3. Procedure 
1. SecurityIntake will arrive. Security will notify Clinical Team via walkie talkie 
o Ambulance - Wait for clearance to open gate 
1. Provide “First initial, Last name & Date of Birth” 
2. “Security to Medical, we have a new intake via ambulance. Patient name 
is J. Doe, Birth date is 01/01/2022” 
o On-foot or personal vehicle) — Wait for clearance to open gate 
1. Provide “First initial, Last name & Date of Birth” 
2. “Security to Medical, we have a new intake that arrived in a personal 
vehicle/on foot. Patient name is J. Doe, Birth date is 01/01/2022” 
2. When clinical provides clearance, security will guide the vehicle to the ambulance 
bay 
o Security will ask EMT to avoid offloading until the provider arrives 
o If patient is arriving on foot, security will guide the patient to the intake area 


13. 


14. 


Security guard at intake post will begin PPE donning procedure and wait for clinical 

staff 

Clinical team and case management team will begin PPE donning procedure 

Medical Provider will conduct medical assessment to screen for stability and any 

further complexities that were not mentioned in the referral 

o If the patient is not stable, the patient will be sent to the hospital 

Once the provider approves that the patient can be offloaded, security will place 

personal items in a rolling cart 

Before searching, security guard will provide a disclaimer that items will be checked 

per facility requirements 

o Security guard will state the following statement, “Sorry to interrupt, but we will 
have to search your belongings for any items that are not allowed on the 
property. Any items that are not allowed onsite will be held in a lock box and 
returned upon discharge” 

o If apatient is hesitant, security guard will state the following statement: “If you’re 
more comfortable, we can wait until the end of questioning to search your items 
so that you can watch the process” 

i. If hesitant, security will wait until the end of questioning to search items 

Clinical team will check vitals, check O2 stat, complete a brief exam and check 

ambulatory and assign acuity level (1, 2, 3) 

Case Management team will assess and meet immediate needs, such as food and 

water 


. Case Management team will conduct a comprehensive bio-psycho-social 


assessment 


. Case Management team will collaborate with patient to start initial discharge plan 
. Client-facing team will review goals, expectations for patient, the expectations for 


staff and important contact information. 

Once case management has arrived to escort the patient into the room, security will 
ask the patient to empty pockets and go through metal detector 

Case Management will complete intake process by escorting the patient into the 
room 


